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Seattle Lease Cleanup Guidance 

personal items in your cubicles and 
(see Records Guidance). 

Many items other than paper and 
for instructions on 

being donated or disposed of. Please toss broken 

Month.

To avoid back injury, lift light loads and do not make sudden movements. More trips with lighter loads are better than one 
overburdened trip.
Don't stand in the doorway, don't block up the hall. All routes of exit must be kept clear for emergency use.
Do not block or cover fire valves, extinguishers, or pull stations.
Do not stack any items within 18 inches of the ceiling sprinklers.
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PC coordinator to deal with that item.

Examples: paper, electronic including e-mail, photos, videos, 
maps, sound recordings, posters, slides
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